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Disclosure to Promote the Right To Information 

Whereas the Parliament of India has set out to provide a practical regime of right to 
information for citizens to secure access to information under the control of public authorities, 
in order to promote transparency and accountability in the working of every public authority, 
and whereas the attached publication of the Bureau of Indian Standards is of particular interest 
to the public, particularly disadvantaged communities and those engaged in the pursuit of 
education and knowledge, the attached public safety standard is made available to promote the 
timely dissemination of this information in an accurate manner to the public. 
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Indian Standard 

RULES FOR MAKING 
ALPHABETICAL INDEXES 

( First Revision ) 

0, FOREWORD 

0.1 This Indian Standard ( First Revision ) was adopted by the Indian 
Standards Institution on 2 February 1976, after the draft finalized by the 
Documentation Sectional Committee had been approved by the Executive 
Committee. 

0.2 llie aim of an index to the text of a document is to guide its users 
to the place(s) of treatment or statement in the document of the entity 
sought by them. A good index greatly enhances the value of the document. 
It saves much time of the user in locating the information required by him. 

0,3 Indexing has passed through various stages of evolution. At present 
indexes are prepared in ways corresponding to the different stages of evolu- 
tion of indexing. 

0.4 A large number of documents have sketchy indexes containing 
references to persons, places, and chapter headings grouped and arranged in 
different ways. Sometimes, even the main ideas or concepts dealt with in 
the document are left out. 

0,5 To make an index really useful to its users, it is necessary that the 
index is prepared according to a coherent set of standard basic rules and 
much care has to be taken in the choice of index terms. In formulating 
such a set of rules for this standard, consideration has been given to the 
various practices currently followed in consolidating entries both in the 
display and continuous forms of index. 

0.6 Typical examples of alphabetical indexes in continuous form, display 
form, continuous form (expressive), and display form (expressive) are 
given in Appendix A. Appendix B contains the recommendations for the 
mechanics of preparing alphabetical indexes. For convenience of reference, 
the definitions of the terms used in this standard are given in Appendix G. 

0.7 This standard requires reference to IS : 382-1952*. 

0.8 This revision incorporates some of the basic ideas and rules contained 
in ISO/R 999-1969 * Index of a publication ', issued by the International 

•Practice for alphabetical arrangement. 
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Organization for Standardization. Some new terms have also been added 
in Appendix C. 

0.9 The following documents have been consulted in the preparation of 
this standard: 

ISO/R 999-1968 Index of a publication. International Organization 
for Standardization. 

Ranganathan (SR). Classified catalogue code. Ed 5. Asia 
Publishing House, Bombay. 

Cutter (CA). Rules for a dictionary catalog. 1953. Ed 4. 
Library Association, London. 

Anglo-American cataloging rules. 1966. Ed 2. American Library 
Association, Chicago ( USA ) . 

Subject headings used in the dictionary catalogues of the Library of 
Congress. 1966. Ed 7. US Library of Congress, Washington. 



1. SCOPE 

1.1 This standard lays down rules for preparing alphabetical indexes of 
books and periodical publications. 

1.1.1 Certain types of books and periodical publications may require 
more than one index; for example, a book in more than one language may 
require a subject index for each language and a separate name index; a law 
book may require a case index; a history book, a chronological index; in 
addition to the subject indexes. Most of the rules as laid down in this 
standard can also be used for the preparation of these indexes. 

2. TERMINOLOGY 

2,1 For the purpose of this standard, the abbreviations given in 
Appendix A, and the definitions listed in Appendix C shall apply. 

3. ARRANGEMENT 

3.1 An alphabetical index shall consist of entries arranged in an alpha- 
betical sequence. 

3.2 Entries in an alphabetical index shall be arranged in accordance with 
the practice for alphabetical arrangement prescribed in IS : 382-1952*. 

•Practice for alphabetical arrangement. 
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Section I General 

4. ENTRY-TYPES 

4.1 Specific Entry — It shall consist of: (a) the heading, and (b) one 
or more index numbers. 

Example: 

Periodical publication 40 

4.2 Cross-Reference Entry — It shall consist of: (a) the referred -from 
heading, (b) the directing element, such as 'see' or 'see also' as the case may 
be, and (c) the referred-to heading. 

Examples: 

Alumina see Aluminium oxide 
Alumina see also Bauxite 

5. HEADINGS 

5.1 The name of each entity, treated or mentioned in the book or periodical 
publication and likely to be sought by a user^ shall be used as a heading for an 
entry. 

5.2 A heading should ordinarily have only one index number. 

5.2.1 If a heading calls for two or more index numbers, sub-headings 
should be added, if possible, so that each heading has only one index 
number attached to it. If a main heading and sub-heading call for two 
or more index numbers, a second sub-heading should be added, if possible. 
This technique should be repeated until each heading has preferably only 
one index number attached to it. 

5.2.2 When the number of index numbers cannot be reduced to one by 
the addition of the sub-headings alone, connecting terms in abbreviated 
form should be introduced before the last sub-heading; or a descriptive 
element should be introduced after the last sub-heading, so as to reduce 
the number of index numbers to one. 

Example''' 

National Central Library 

desc 17-83 
irt 

Capital expenditure 34 

Inter-library loan 73 
girt 
International 

cooperation 75 

loan 72 
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5.3 An individualizing element should be added in parentheses to resolve 
homonyms in a main heading or sub-heading. 

Examples: 

1) COIMBATORE ( City ) 

CoiMBATORE ( District ) 

2) Patel, Vijai (Botany) 
Patel, Vijai ( C'hemistry ) 
Patel, Vijai ( Pliysics ) 

5.3.1 The individualizing element added in accordance with 5.3 should 
be deemed to be a part of the heading ( main heading, or sub-heading, as 
the case may be } - 

5.4 When some users are likely to look for an entry under different names 
(synonyms), whether such names appear or do not appear in the book 
or the periodical publication, an entry should be given with each such name 
as the heading. 

5.4.1 An institution that has a commonly used abbreviated name shall 
be indexed both under the abbreviated name, and its full name. 

5.4.2 ' See ' references shall be used in such cases, only where they secure 
considerable economy in space by avoiding repetition of a number of sub- 
headings under the referred-from heading. 

5.5 Each heading (main heading or sub-heading ) shall begin with a 
capital letter if available in the script. Subject to 5.6.2 the use of upper 
and lower case letters in succeeding words shall be in accordance with the 
usage of the language. 

5.6 Subject Headings — In constructing subject headings, the term 
used to denote the name indexes, should generally be the one used in the 
book or the periodical publication. 

5.6.1 A term used as a subject heading should preferably be in its singu- 
lar form, if it does not run counter to some fundamental requirement. 

5.6.2 In a subject heading, the most significant word shall be the entry 
word. If transposition of words becomes necessary to bring out the entry 
word, the words brought forward shall be followed by a comma, and the 
first word thereafter shall begin with a capital letter. 

Examples'. 

Punched card, Edge-notched 
Word, Common 
Word of honour 
Words have power 
Words» John 
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5.6.3 Standard schemes for classification including thesauri and lists of 
subject headings — both general and special — may be used for guidance 
in choosing main headings and sub-headings. 

5.6.4 When two subjects are related to each other, ' see also ' cross 
reference entries shall be incorporated in the index, avoiding repetition 
of sub-headings, if any, under the referred-to heading. 

5.7 Name and Title Headings — Headings consisting of names of 
persons, names of corporate bodies, and of titles of documents should be 
rendered in accordance with the latest edition of a recognized code for 
cataloguing practice, such as: 

a) Ranganathan ( S R ). Classified catalogue code. 

b) Cutter ( C A ). Rules for a dictioaary catalog. 

c) Anglo-American caitalogung rules. American Library 
Association. 

5.7.1 The rendering of a name of person consisting of two or more 
words is to consist successively of: (a) the entry clement ( usually the last 
word or word-group ); (b) the secondary element ( the word or word group 
not included in the entry element); and (c) the individualizing element 
( usually consisting of the year of birth, terms denoting subject speciali- 
zation, profession, etc ). 

Note — For guidance in determining the entry element and the secondary clement of 
a name-of-pcrson, reference may be made to the latest edition of the following 
publication: 

Ranganathan (S R). Classified catalogue code. 

5.7.2 The secondary element and the individualizing element shall be 
added only to resolve homonyms. The addition of each of these elements 
shall be preceded by a comma. 

5.8 In printed indexes, a suitable variation of type faces may be used to 
distinguish headings of different kinds as suggested below: 

Kind of Heading Suggested Type-Face 

Titles of documents Italics 

Names of persons Caps and small caps { if available 

in the script, otherwise some 
other distinct type) 

Names of corporate bodies do 

Note — The use of capitals and variation of types for different kinds of headings may 
be modified suitably to meet varying requirements. 
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6. INDEX NUMBERS 

6,t If the paragraphs or sections of the document are not numbered, the 
index number shall specify the location in the document of the entity 
indexed in terms of the number (s) of the page(s) or the column (s), or of 
their combination as the situation warrants. 

6.2 If the paragraphs or sections of the document are numbered, the 
index number shall specify the location in the document of the entity 
indexed in terms of the number (s) of the paragraph(s) or section (s). 

fsjOTE — By providing a book or periodical publication with section numbers, it is 
possible to prepare its index before the book or periodical publication is actually set-up 
in type, and at the same time to make the index numbers more precise. 

6.3 Where the size of the page or column is large, each page or column 
might be treated as having been divided into a certain number of zones, 
for example, as consisting of a specified number of lines, and a lower case 
letter may be added after the numeral to indicate the zone of the page or 
column of the book or periodical publication. 

Example: 

Abstracting 204d 
Alphabetical arrangement 204g 

6.4 If there are two or more index numbers attached to a heading, they 
shall be arranged in numerical sequence, and separated by commas. 

Example: 

Periodical publication 40, 55 

6.5 Any consecutive index numbers attached to a heading shall be given 
in inclusive notation, that is, the first number of the consecutive scries, a 
hyphen, and the last number of the series, in case the treatment of entity 
indexed is continuous. 

Example: 

Cumulative index 195-201 

6.5.1 If all the index numbers are integers, contracted inclusive notation 
may be used to denote a series of consecutive index numbers, that is, tine 
first number of the series, a hyphen, and the last number of the series 
contracted by the omission of those of its initial digits that are identical 
with the corresponding digits of the first number of the series. 

Example: 

Indexing 96-100, 121-32, 153-5. 

8 
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6.6 Where two or more headings are given for an entity, corresponding 
index numbers shall be given in each entry, except that in case of a heading 
not constructed of terms used in the document, the index numbers may 
be replaced by a ^ see^ reference to the heading consisting of the term used 
in the document, if space can thereby be saved ( see also 5.4.2 ). 

Note — Space is generally saved by using a ^ see^ reference in the case of a consoli- 
dated entry. 

7. FEATURES OF ENTRIES 

7.1 In a single-heading entry, the main heading and sub-headings shall be 
separated by a comma. 

7.2 Two or more entries with the same main heading ( or entry-word ) 
printed in the same type-face, should be combined into a consolidated 
entry. 

7.3 A consolidated entry may lay-out the constituent entries in continuous 
form in a single paragraph or in display form. 

7.4 Continuous Form — In a consolidated entry in the continuous form, 
the blocks given below shall follow the main heading in succession, in so far 
as the blocks exist: 

a) ^ See also ' references, in parentheses; 

b) Index numbers to be attached directly to the main headings; and 

c) the first sub-headings in alphabetical sequence. 

7.4.1 The blocks mentioned in 7.4 shall be separated by semi-colons. 
Wherever necessary, a block beginning with a sub-heading shall consist of 
sub-blocks along similar lines. 

Example\ 

Punched card ( see also Indexing ) 74; Edge-notched 76, 78; Key- 
sort 79 

7.4.2 In a consolidated entry in the continuous form, if the main 
heading is not immediately followed by an index number or an abbrevia- 
tion, such as irt, girt, etc, it shall be separated from the first sub-heading by 
a dash. 

Example: 

Book jacket — Aesthetics 21 ; Back 33 
Entry irt Thought-content 12; Type 4 
Index 96; Cumulative 98 

7.4.3 When an entry runs into more than one line, the second and 
succeeding lines shall be indented. 

Example: 

Abstract 28; Critical 48-52; Homotopic 54; Selection 56; Type 30 
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7.5 Display Form — In an entry in the display form, the blocks given 
below shall follow the main heading in succession, in so far as the blocks 
exist: 

a) * See also * references in parentheses; 

b) Index numbers to be attached directly to the main headings; and 

c) The first sub-headings in alphabetical sequence. 

7.5.1 Each of the blocks mentioned above shall begin with a new line. 
Wherever necessary, a block beginning with a sub-heading shall consist of 
sub-blocks along similar lines. 

7.5.2 Each first sub-heading should be indented by one unit of inden- 
tion, each second sub-heading by another unit, and so on ( see 
example 7.5.3). 

7.5.3 If a main heading or a sub-heading, with its index numbers, runs 
to more than one line, the second and succeeding lines should be indented 
three units more than the first line. 

Example'. 

India ( see also Bombay, Calcutta, Delhi ) 
irt 

Documentation service 117 
Government and public libraries 65 
International 
bibliography 231 
exchange 197-203 
of books 197 
of periodicals 201 
understanding 132-4 
Library service 65-8 
National Central Library 17-83 
National Library 31 
Indology 312 

Note — Although the continuousrorm may be economical in respect of space, the 
display form is more convenient for the user. 

7.6 The continuous form and the display form can also be made expressive 
by introducing a connecting term before, or a descriptive term after, the 
last sub-heading, so as to reduce the number of index numbers to one in 
compliance with the provisions of 5.2.1 and 5.2.2. Examples of con- 
tinuous form ( expressive ) and display form ( expressive ) are given in A-3 
and A-4. 

7.7 Directing elements, such as ' see ' and * see also ' shall be in italics. 

10 
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8. LAYOUT 

8.1 Either all entries may be arranged in a single sequence, or entries of 
different kinds may be arranged in different sequences so as to form different 
indexes, such as the name index, subject index, and case law index. 

8.2 The page headings of the index shall be the same as in the text, except 
that if the text part does not use page headings and if there are more 
indexes than one in the book or periodical publication, the recto pages of 
each index shall be headed by the name of that index. 

8.3 Each index of a book or a periodical publication should preferably 
start on a recto page. 

8.4 The index should be printed on consecutive pages without interpolation 
of any other matter, 

8.5 If the size of the page or of the index warrants it, the top left of each 
verso page of the index should be printed in large bold type of the first 
three letters of the heading ( or the entire first word ) belonging to the top 
line of the page. Similarly, the top right of each recto page, should be 
printed the first three letters ( or the entire first word ) of the heading 
belonging to the last line of the page. These guide letters may be omitted 
from the first page of the index. 

8.6 If the author himself is not the compiler of the index, the name(s) 
of the compiler(s) should be given at the head of the index. In the case 
of primary periodical publications also, the name(s) of the compiler(s) 
of the index ( persons, team, group, etc ) should be given at the head of the 
index. 

8.7 Any abbreviations used, other than the entry words in the index and 
not current and easily understood, shall be listed at the head of the index. 
They may be listed also at the top-Hne or bottom-line of each page of the 
index. 

8.8 If the index numbers refer to sections, the heading of the index shall 
carry in italics or bold face the note ' Index numbers refer to section 
numbers '. 

Note — For books using section numbers as index numbers in the index, it is recom- 
mended that at the top left of each verso page of the text be printed the number of the 
section to which the first line of the page belongs, and at the top right of each recto 
page be printed the number of the section to which the last line of the page belongs. 
When a chapter begins at the top of a page, the section number at the top of that 
page may be omitted. The page number of each page should be printed at the 
bottom of the page. 

8.9 When the index of a book or periodical publication is issued separately, 
its title-page or heading should include the title-leaf information of the 
document indexed, and also the name(s) of its compiler (s) in compliance 
with the provisions of 8.6. 

11 
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8.10 Continued Entry — If a part of a consolidated entry in an index 
has to be carried over to the next column or page, this part should be 
preceded by its appropriate hierarchy of sub-headings, each followed by the 
term ' contd ' in parentheses. 

Example: 

National Central Library 1 7-83 National Central Library ( contd ) 
Functions 25 qirt 

irt International 

Acquisition Department 63 cooperation 75 

Building 20 loan 72 

Section 2 For Books Only 

9. CUMULATIVE INDEX OF A MULTIVOLUME BOOK 

9.1 In the cumulative index of a multivolume book, each index number 
shall consist, in succession, of the volume number in International form of 
numerals, a colon, and the number of the section (s), and/or page(s) and or 
document (s) as given below: 

Example' 

Abstract 2 :41 
Indexing 1 : 102 
Punched-card 2 : 304 

9.2 Two or more index numbers in one entry, pertaining to one and the 
same volume, of a multivolume book shall be consolidated into a single 
index number consisting in succession, of the volume number in Inter- 
national form of numerals, a colon, and the successive number{s) of 
section(s) or page(s) and/or column (s) separated from one another by a 
comma. Index numbers pertaining to different volumes shall be separated 
from one another by a semicolon. 

Example: 

Corporate author 2 : 8, 91, 204 
Corporate body 2 : 7, 201 
Government 1 : 25, 80; 2 : 202 
Institution 2 : 85, 203 

10. LAYOUT 

10.1 The index (es) of a single- volumed book or of a volume of a multi- 
volumed book, shall be at its end. 

10.1.1 The pagination of such an index and of the text of the book or 
volume shall be in a single sequence. 

12 
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10.2 The cumulative index of a multi-volumed book should preferably 
form its last volume; otherwise it should form part of its last volume. 

10.2.1 Such an index shall have a consecutive set of pages; and shall not 
have other material interpolated within it. 

10.2.2 The pagination of such an index should be independent of the 
pagination of the text. 

Section 3 For Periodical Publications Only 

11. VOLUME INDEX 

11.1 Indexes for periodical publications should be published for each 
volume. 

12. CUMULATIVE INDEX 

12.1 A periodical publication, in addition to volume indexes should have 
cumulative indexes also. When cumulative indexes are issued, they should 
preferably be published at a regular intervals. 

12.2 In the cumulative index of a periodical publication, each index 
number shall consist, in succession, of the volume number in International 
form of numerals, a colon, and the number (s), of the section (s), and or 
page(s), and or column (s). 

Example', 

Germanium 27:213 
Semiconductor 26 : 405 
Transistor 23 : 18 
Travelling wave tube 28: 114 

12.3 Two or more index numbers in one entry, pertaining to one and the 
same volume, of a periodical publication shall be consolidated into a single 
index number consisting, in succession, of the volume number (s) in Inter- 
national form of numerals, a colon, and the successive numbers of 
section (s), or page(s), or column (s), separated from one another by a 
comma. Index numbers pertaining to different volumes shall be separated 
from one author by a semicolon. 

Examples'. 

Cosmic ray 31 : 40 ' 

Electron 37: 124, 140 

Neutron 34: 76, 281; 37 : 160, 1.81 

Proton 40: 150, 171 



IS s 1275 -1976 

13. COMPLEX GASES 

13.1 In the index of a periodical publication with separately paginated 
issues, the index number shall consist successively of the issue number in In- 
ternational form of numerals, a colon, and the fiumber(s) of the section(s) 
or page(s), or column(s). 

Examples'. 

Food technology 7 : 12, 24; 9 : 1 
Fruit 3 : 5 

13.2 In the cumulative index of a periodical publication with separately 
paginated issues, each index number shall consist successively of the volume 
number in International form of numerals, issue number in International 
form of numerals enclosed in parentheses, a colon, and the number(s) of the 
$cction(s), or page(s), or column (s). 

Examples: 

Food technology 2(7) : 12; 2(9) : I 

Fruit 2(3) : 5 

Preservation 3(4) : 45; 5(1) : 7, 31 

13.3 In the absence of a volume number in a periodical publication, the 
year shall be used in its place. 

Examples'. 

Enzyme 1945:780, 901 

Hormone 1943:321, 408; 1947: 11, 235 

Protein 1946:73, 105 

13.4 Other complex cases shall be dealt with on analogous hnes. 

14. LAYOUT 

14.1 The index of a volume of a periodical pubUcation shall have a 
heading giving: 

a) the full title of the periodical publication, 

b) the volume number, 

c) the period covered, and 

d) the name (s) of the compiler (s) in compliance with the provisions 
of 8.6. 

14.2 The index of a volume of a periodical publication shall have a 
consecutive set of pages and shall not have other material interpolated 
within it. 

14.3 The pagination of the index of a volume of a periodical publication 
should be independent of the pagination of the text. 

14 
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Note — This will give the library the option to bind the volume vrith the index 
cither at the beginning or at the end, as it prefers. 

14.4 The cumulative index of a periodical publication shall form a separate 
volume, but it shall not be numbered as a volume of the periodical 
publication itself. 

14.5 The cumulative index of a periodical publication shall have its own 
title-page or heading giving: 

a) the full title of the periodical publication, 

b) the volume numbers covered, 

c) the period covered, and 

d) the name(s) of the compiler (s) in compliance with the provisions 
of 8.6. 



APPENDIX A 

[Clauses 0.6 and 2A) 

EXAMPLES OF ALPHABETICAL INDEXES 

A-0. CONNECTING TERMS 

A-0.1 The following are the abbreviations used in the index for connecting 
terms: 

def =^ defined 
desc = described 

in — in relation to 
girt — quoted in relation to 

rirt — referred in relation to 

A-l. CONTINUOUS FORM 

Abstract 28; Critical 48-52 

Correction, Proof 71, 74; Symbols 126-9; Typescript 61 

Das Gupta 137, 138 

Entry ~ Thought-content 12; Type 4 

Index 96; Cumulative 98; Definition of 19 

India — Documentation service 117; National Library 31 

Indology312 

National Central Library 17-83; Acquisition 63; Building 20; 

International co-operation 75; International loan 72 
WHO 153; Abstracting 30 

15 
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A-2. DISPLAY FORM 

Abstract 28 

Critical 48-52 
Correction 

Proof 71, 74 
symbols 126-9 

Typescript 61 
Das Gupta 137, 138 
Entry 

Thought-content 12 

Type 
Index 96 

Cumulative 98 

Definition of 19 
India 

Documentation service 1 1 7 

National Library 3 1 
Indology 312 
National Central Library 1 7-83 

Acquisition 63 

Building 20 

International cooperation 75 

International loan 72 
WHO 153 

Abstracting 30 

A-3. CONTINUOUS FORM ( EXPRESSIVE ) 

Abstract 28; Critical 48-52; Homotopic 54; Selection 56; Tvpe 30 

liook jacket — Aesthetics 21; Back 33; Estimate 42; Spine 32 

Colon classification 137 

Corporate author 45 

Correction, Proof 71; Symbols 126-9; Typescript 61 

Das Gupta girt Colon class-fication 137; Decimal classification 138 

Entry irt Thought-content 12; Type 4 

Index 96; Cumulative 98; def 19 

Indexing 96-100 

India irt Documentation service 117; Government library 65; 
International bibliography 231: International exchange 197: 
Library service 65-8; National Librarv 31; Public Library 65 

Indology 312 

Madras ( City ) 45 

National Central Library desc 17-83; ir^ Acquisition 63; Building 20; 
qirt International co-operation 75; International loan 72 
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Patel Chest Institute 242 

Patel, Vijay ( Botany ) 280 

Patel, Vijai ( Chemistry ) 281 

Periodical publication 40 

Punched card ( see also Indexing ) 74; Edge-notched 76, Key-sort 79 

Serial see periodical publication 

Series 20 

WHO 153; in Abstracting 30 

World atlas 10 

World Health Organization see WHO 

A-4. DISPLAY FORM (EXPRESSIVE) 

Abstract 28 

Critical 48-52 

nomotopic 54 

Selection 56 

Type 30 
Book jacket 

Aesthetics 21 

Back 53 

Estimate 42 

Spine 32 
Colon classification 137 
Corporate author 45 
Correction 

Proof 71 

symbols 126-9 

Typescript 61 
Das Gupta girt 

Colon classification 137 

Decimal classification 1 38 
Entry irt 

Thought-content 12 

Type 4 
Index 96 

Cumulative 98 

def 19 
Indexing 96-100 
India irt 

Documentation service 1 1 7 

Government library 65 ' 

International 
bibliography 231 
exchange 197 
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Library service 65-8 

National Library 31 

Public Library 65 
Indology 312 
Madras ( City ) 45 
National Central Library 

desc 17-83 

irt 

Acquisition 63 
Building 20 

qirt 

International 
co-operation 75 
loan 72 
Patei Chest Institute 242 
Patel, Vijai { Botany ) 280 
Patel, Vijai ( Chemistry ) 281 
Periodical publication 40 
Punched card ( see also Indexing ) 74 

Edge-notched 76 

Key-sort 79 

Serial see Periodical publication 

Series 20 
WHO 153 

irt Abstracting 30 
World atlas 10 
World Health Organization see WHO 



APPENDIX B 

( Clause 0.6 ) 



RECOMMENDATIONS FOR THE MECHANICS OF 
PREPARING INDEXES 

B-0. In order to facilitate the compilation of an index for a book or perio- 
dical publication, the procedure specified in the following sections is 
recommended. 

B-1, As a book or a periodical publication is perused, every item to be 
used as heading for information, with its corresponding index number 
should be entered in a separate slip or card of a uniform size, preferably 
ofA7 ( 74 X 105 mm) size. 

B-2. If any alternative name for a chosen heading is desirable, a ' j^^ ' cross 
reference entry should also be prepared for it. 

18 
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B-3. The slips or cards should be maintained first in the sequence in which 
they occur in the book or periodical publication, that is, in the serial 
sequence of their respective index numbers. After all the index entries 
are prepared, they should be checked with the text in respect of the accu- 
racy of the headings and index numbers, 

B-4. After all the index entries are checked, they should be arranged in the 
alphabetical sequence by their respective headings according to the practice 
recommended in 15:382-1952*. 

B-5. Every possible consolidation should then be made in accordance with 
the standard rules. A fresh consolidated entry should be made for each 
set of individual entries warranting consolidation under a specific main 
heading and its sub-headings of different orders. Each set of original 
individual entries contributmg to the consolidated entries should be 
discarded after checking. The consolidated entries should be recorded 
directly on sheets of paper, instead of on slips or cards. 

B-6. In preparing the press copy, the rules about the type-faces to be used, 
the indentions to be given, and all other similar details should be borne in 
mind. 

B-7. The press copy sliould be checked with the original in respect of the 
accuracy of the headings and index numbers. 



APPENDIX C 

( Clauses 0,6, 0-i and 2A) 

DEFINITIONS OF TERMS 

C-1. LIST OF TERMS DEFINED 

C-1.1 The following terms, arranged alphabetically, have been defined 
under C-2, The number within parentheses against each term is the num- 
ber of the clause, in which the definition of that term appears in this 
Appendix: 

Alphabetical index ( C-2.14 ) 
Alternative title ( C-2.20.2 ) 
Block in heading ( C-2.4 ) 
Book ( C-2.23 ) ^ 
Composite entry ( C-2.12.2 ) 
Consolidated entry ( C-2. 13 ) 



* Practice for alphabetical arrangement. 
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Cross-reference entry ( C-2.11 ) 
Cumulative index ( C-2.15 ) 
Directing element ( C-2.11. 3 ) 
Document ( C-2.1 ) 
Entry ( C-2,1 ) 
Entry-clement ( C-2.6 ) 
Entry word ( C-2.7 ) 
Expressive entry ( C-2.13.2 ) 
Heading of an entry ( C-2,3 ) 
Idea (C-2.16) 
Index ( C-2.2 ) 
Index number ( 0-2.9 ) 
Information ( C-2.18 ) 
Kinds of heading ( C-2.5 ) 
Main heading { C-2.4,3 ) 
Multiple heading { C-2.4.2 ) 
Multi-volumed book ( C-2.23.1 ) 
Periodical publication ( Cf-2.22 ) 
Proper name heading ( C-2.5.3 ) 
Referred-from heading (C-2.11.1 ) 
Referred-to heading ( €-2.11. 2 ) 
Relative entry ( C-2.13.1 ) 
Secondary element ( C-2.8 ) 
Simple entry ( C-2.12.1 ) 
Simple heading ( C-2.4.1 ) 
Single heading entry ( C-2.12 ) 
Specific entry ( C-2J0 ) 
Sub-heading ( C-2.4.4 ) 
Subject ( C-2.19 ) 
Subject heading ( C-2.5.1 ) 
Sub-title ( C-2.20.1 ) 
Title ( C-2.20 ) 
Title heading ( C-2.5.2 ) 
Word-group ( C-2.3.1 ) 
Work ( C-2.17 ) 

C-2. DEFINITIONS 

G-2.1 Entry — A unit record either: 

a) specifying an entity, such as a person, corporate body, place, 
period, object, substance, commodity, service, process, action, 
property, idea, concept, subject, document, number, etc; or 

b) directing attention from one specification of an entity to another. 

Examples'- 

1 ) Corporate author 4 
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2) World Health Organization see WHO 

3) Index 96 

4) Index, Definition 19 

5) Index, Cumulative 98 

6) Cumulative index 98 

7) Entry irt Thought-content 12 

G-2.2 Index — A set of entries, normally arranged in a definite sequence, 
in which each entry, either directly or indirectly, indicates the location, 
that is, the place of occurrence; treatment, statement, or availability, of the 
entity concerned. 

Note 1 — In an index, the entry is the ultimate unit record. In the case of an index 
to the text of a document, such as a book, and a primary periodical publication, 
an entry, directly or indirectly, indicates the location of the treatment or statement in 
the text, of the entity concerned. 

Note 2 -— The types of index are generally recognized on the basis of two primary 
characteristics: (a) the basis of sequence of entries in the index; and (b) the kinds of 
entry included in the index. The former gives rise to types, such as alphabetical, 
classified, systematic, chronological, numerical, etc. The latter gives rise to types, such 
as special, and general. A special index consist of entries deemed to be of one and the 
same kind. The entries specifying entities, such as any one of the following, arc 
generally deemed to be one and the same kind; subject authors, proper names, persons, 
corporate bodies, places and other geographical entities, abbreviations-signs-symbok- 
etc, citations, advertizers, titles, class numbers, serial numbers, etc. A general index 
consists of entries of all or several of the kinds mentioned above, provided they admit 
of a single sequence in arrangement. 

C-2.3 Heading of an Entry — The term(s) in an entry which denote(3) 
the entity indexed. 

a) Individualizing Element — ■Tcrm(s) added to a name in a heading 
to resolve a homonym so as to distinguish the entity intended to 
be denoted ( see examples in 6.3 ), 

b) Descriptive Element — Term(s) added after the name of a person 
or corporate body inclusive of its individualizing element (s) to 
denote the role played, such as Jauth, Comm^ Ed, Tr, Illustr, and 
so on. 

C-2.3, 1 Word-Group — A set of consecutive words to be taken together in 
a heading for intelligibihty and not separated by any punctuation mark 
other than a hyphen. 

C-2.4 Block in Heading — A word group in a heading taken along with 
its individuahzing element (s). 

C-2.4. 1 Simple Heading — Heading consisting of a single block. 

C-2.4.2 Multiple Heading — Heading consisting of two or more blocks, 
usually separated by a punctuation mark, such as a comma. 

C-2.4.3 Main Heading — The first heading in a multiple heading. 
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C-2.4,4 Sub- Heading — Any heading other than the main heading in a 
multiple heading. 

C-2.5 Kinds of Heading 

G-2.5.1 Subject Heading — A heading which denotes a subject. 

C-2.5.2 TitU Heading — A heading \vhich consists of a title of a 
document. 

C-2.5.3 Proper Name Heading — A heading consisting of a proper name or 
of a name amounting to a proper name. 

02.6 Entry-Element — A word or word-group at the beginning of a 
heading — a main heading, or a sub-heading — entered so as to be easily 
distinguished from the other word or word- group in the heading. 

C-2.7 Entry Word — The first word of a heading — a main heading, or 
a sub-heading. 

G-2.8 Secondary Element — The word(s) added after the entry- 
clement. 

Note — In a nanie-of-person, the secondary element also serves the function of an 
individualizing element. 

Cl-2.9 Index Number — The number in an entry which indicates the 
location of the entity denoted by the heading. 

G-2.10 Specific Entry — An entry with one or more index numbers. 

G-2.11 Cross-Reference Entry — An entry directing the user from one 
heading to another ( see examples in clause 5.2 ). 

G-2.11.1 Referred-from Heading — The heading in a cross-reference entry 
from which the attention of the user is directed to another heading. 

C-2.11.2 Referred-to Heading — The heading in a cross-reference entry to 
which the attention of the user is directed. 

G-2.11. 3 Directing Element ~~ The iGrm * see ' or * see also ' used to direct 
the attention of the user from one heading to another, in a cross-reference 
entry. 

G-2.12 Single Heading Entry — An entry in which the index number(s) 
refer (s) to a single heading. 

Examples: 

1) Scries 20 

2) Periodical 40, 85, 127 

C-2*12.1 Simple Entry — A single heading entry having only one index 
number. 
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Example: 

Cross-reference entry 61 

G-2.12.2 Composite Entry — A single heading entry having two or more 
index numbers. 

Example: 

Periodical 40, 55, 85, 127 

G-2.13 Consolidated Entry — An entry with two or more headings 
having a common main heading or entry element. 

Note — The common element is written only at the beginning of the consolidated 
entry and taken as understood for all the entries so consolidated. Each of the entries 
thus consolidated has its own index number (s). The main heading may itself have 
index number (s) against it, for instance as in example 2 below: 

Examples: 

1) Correction 

Proof 71 

symbol 126-9 

2) Index 96 

Cumulative 98 
Definition of 19 

G-2.13.1 Relative Entry — A consolidated entry in which a sufficient 
number of sub-headings is introduced so as to make each consolidating 
heading so consolidated to have only a single index number. 

Example: 
Book jacket 

Aesthetics 21 

Back 33 
Estimate 42 
Front 34 
Printing 114 
Spine 32 

C-2.13.2 Expressive Entry — A consolidated entry in which some connec- 
ting words are introduced usually in abbreviated form, such as irt = in 
relation to, girt =^ quoted in relation to, before the last sub-heading; and 
some descriptive terms, such as def =^ defined, desc = described, after the 
last sub-heading, so as to reduce the number of index numbers to one. 
( see examples in 5.2.2, A-3 and A-4 ). 

C-2.14 Alphabetical Index — An index in which the entries are arranged 
in alphabetical sequence ( see the examples in Appendix A). 

C-2.15 Cumulative Index — An index which covers two ortnore volumes 
of a periodical publication or multi-volumed book. 

C-2.16 Idea — A unit entity of mind, used to refer to any one of the 
following: a percept, that is, a meaningful impression of an entity obtained 
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through primary senses; a mental image formed out of association of several 
percepts; a generic mental image abstracted from percepts; a product of 
reasoning; a resultant of a generalizing mental operation; a product of 
mental reflection; a production of imagination; and a direct intuited 
mental entity. 

Note — According to this definition, any idea is a unit-idea. The totality of all unit 
ideas constitutes the universe of ideas. For the purpose of communication with others, 
and for self-communication, ideas are to be expressed through a medium. The unit- 
constituents of a language, such as the words of a natural language — form the most 
commonly used medium of expression of ideas. Any term of a natural language is 
intended to express an idea. 

Ci-2.17 Work — A systematized body of ideas expressed through a medium. 

Note — The term ' lystcmatized ' used in the definition is a derivative of the term 
' system ' as defined in the General Systems Theory, v^hich may be interprfetatively sum- 
marized as follows: A system ii an entity-complex having a distinct objective to attain 
througli the interrelated specific functions of its components. 

C-2*18 Information — The message conveyed by a work. 

C-2»19 Subject — The information that summarizes indicatively what a 

work is about. 

G-2*20 Title — The name of a work. 

C-2.20.1 Sub-Title — A secondary or subordinate title, usually explana- 
tory. 

C-2,20.2 AlUrnative Title — A sub-title introduced by ' or ' or its equi- 
valent. 
G-2.21 Document — The record of a work. 

C-2.22 Pferiodical Publication — A document with attributes as stated 
below: 

a) A volume or a small group of volumes of it, is published or inten- 
ded to be published and completed normally once in a year or at 
other regular intervals, though irregularity in interval is not ruled 
out. 

b) Each successive volume or periodical group of volumes, is usually 
distinguished by the year of publication and /or by a number 
belonging to a system of simple or complex ordinal numbers. 
Such a number is usually called a Volume Number. 

c) At the time of starting, the intention is to continue the publication 
of the document for ever under the same title in ail the volumes, 
though in actual practice the title may change, and even the 
publication may not continue indefinitely. 

G-2*23 Book — A physically independent document other than a periodi- 
cal publication that is completed or intended to be completed in one 
volume or in a finite number of volumes. 

C-2.23.1 MuUi-volumed Book — A book in two or more volumes. 
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